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8eE»raI Se^ulroBents of the A^ncy 
auS/oa? the Fiaeal Dl’fislon Begarfilng Support DocuoientBtloa 
aod Icforaatlon Relative to BlUlog Other Oovemaent Agencies for 

^fuads and Beiahurseaents 


25X1A 


Reference f Agency Begulattc 


25X1A 


I In <»rier that Agency officials may Isstter he prepereS to present 
to officials of other governaient operations the reqalresients of this 
Agency i^garfilng hllllnga for refunds ai^/or reldburseaents adherence 
to tl» follcuring outllse will serve as detail stq?port to Agency Regu- 
latiem 

II foltey 

Sufficient c^petent evidential isatter should be obtained to es- 
tablisb the existence of any agreemnt or understanding to furnish 
Mrvlces (including personal services) equipment, or supplies to other 
S* Ofoverntaent agencies^ foreign governfiietttB, or others* Such evi- 
dence shall be In tbs form oft 

A* Written agreement 

1. Scajtpact 

f . fUrchase Order or letter order, or letter of eoanattment or 
understanding. 

B* In Instances idtsare security or other operating cons tderet Ions 
prevent the obtaining of such a document, tb© Agency official 

f 

tBho entered into tbs agreement shall prepare a aemorandua 
setting forth the verbal agreement or arrangement. 

III Rrocedisee 


i 

j 

i 


! 


’^poo rendition of services or delivery of ecittlpHent or sajFplles 
a receipt, bin ot ladlngi certificate, or otter document evldencii^ 
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COWJIDENTIAI, ^ 

tliAt tbe ksfiwsi Ms falfUJlNt it« o1}ll09iti$H30 tmtler tlaa «gre«w»iit tss 
ttsnrangtaeiat sMUl Toe obtained* If •eonrltiy otbor osemtUsa eon- 
•iiextitlona preteat tbe obtaining of any enKb doetjmsQt, tbe eu'^ioriftsd 
offlelsl aball prepare a MrtlfloaW of perficaresaoe wider the agreement. 
If 7i»»l Mtielw) is to be furatfidied en additiOQal ooi^ of ea^ euab 

dooiOBent (oe seeoa^aolee the blllisg) for retentiwi In tte fl2*a fear 
es^l^port to tbe Aeocunts Seeelveble recordstioa. 

V Cbeaeifif^tiont €Iear and cfflag^te information ee to 1^ Seeurlty 

^^uifleetion sbould be stated In tbe direct Ite to tte blllli% office. 

CVlA/' 

(i^refuentl^ laemorande ts olaseified fia«Brat and ell tbs detatlJi and 
docwnest sni^rt it nneiaesifiad.} If tbe doeuaent la elaoelfied ^ 

|s Bgceeaggy tbat tbe cosiplste address be fvurajUil»d| latne of iadividusl 
to eontaet^ titbe^ buildic^ address in foil ineOndlog room msnber. 
fX Trieingt total vaivss of tbe trsnsttctifa} sboold be stated in 

dollar amount for biUii^ clerk* Praguentljr^ It is iotpoasible to 
xsecmelie tbe soounts caa ^ reiiuisltions vttb tboi« sbovn oa tbe de- 
literjr dooisaents. deeasionallsr as a means of expeditious ccmveatence 
a 8« 7« lE^ bUIing es^ be prepared b^ tbe retuleitioning sp!i»^ end 
the irelue as sbenm m tbis foztt aa;^ be snotber amount vbicb lends to 
i^tber tbe confusion. 

lb wider tbet t^ 7isoal Slvisicw Aeccmnting irsneb oen pegperly 
eslMblish tbe Accounts Seceirsble for tbe 1080 billing in tbe accounting 
records tbe^ must have iaforostiwet as to tbe fiscal ^fMr or i^rs in- 
tolted in ewnt tae settlensiit results in s reiabursement to spprop-> 
ristion wr apsropriatioQs. If tbe settleiaent results in s refuM It is 
mmsmry tbet tbe allotoent sjnsbol or 8;^ols sipllcable be included 
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4b to fiscal year oar years In the memoranduffls to the f Isoal 


Mfiston, 
fix FoUcw iTp 

FI#<^1 Si'flalon Accounting Office vlH age eae& bluing tlwt 
it In# owtatanaing at the auaath end. 31ita aging will be aceompllsted 
at of the laat working <!biy of every «onth. 

fhoee btlltngs which are 60 toys old will be followed up by a 
lettor of Intiulry as to the atatue of the ponding settleaent. If thea» 
has not been atiy action or a satlatoctcay reply has not been received 
in toj^ from first follow up letter a second lE^uizy letter ahall 
be ii^pared. If after 30 toye no eatlsfictoiy aetion hae been made 
in regard to the second follow up (the hlUingj^ then 100 toys oldj the 
fiscal Blvision Acecninting feanch win have done all within its power 
to eWeet eettlewent and will turn the file over to tte Aasletant 
dsR^troller for further action. 


0«3I 
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